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Policy: We use profiles to keep a host of details about the guests, companies, agents, business sources,
contact, and groups we do business with. A profile contains extensive information (including name, mailing
address, e-mail address, phone number, preferences, etc.) as well as reservation and stay histories and other
statistical data. Having profile information on hand makes it easy to create reservation for guests, process
commissions for agents, prepare billing statements, construct mailings, manage membership programs,
collect accurate statistics, recognize return guests and perform many other tasks. In addition, you can
specify relationships between profiles to identify their affiliations for marketing and business planning
purposes. For example, a relationship might be identified between an individual and a company if that
individual is an employee of the company
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Goals: To provide complete, consistent and personal service
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StepsHH:

A reservation is made up to two components:
—ATER A E AL R A7)

1. Profile

E S

2. Reservation

P

A profile differs somewhat depending on the type of profile you are looking for. The profile types are:
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Individual profile - This type of profile is used for individual persons, such as guests. Contacts also have
individual profiles, in addition to a specific profile, it should be related to their business relationships.
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Contact Profile - A contact is an individual who represents another entity. For example, a contact may be
associated with a company or travel agency. As such, the contact profile has some special characteristics
beyond the individual profile. When an individual is designated as a contact, the contact information is
available.
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Company/Travel Agency - Those profile types are also called account profiles. Account profiles are used
for the business with which properties have commercial dealings. This category might include business who
sponsor guests, businesses for which your property handles events, or companies who directly provide
products or services to your property. Travel agencies are special kinds of businesses that have their own
profile type. For this reason, you will see the title “account” on the profile screens for companies and travel
agencies.
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Source Profile - Source profiles are used as Revenue Streams. Revenue streams are an additional method of
tracking business for the company.
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Group Profile - Group profiles are created to handle group events (for example, conventions, meetings,
residential seminars, parties or weddings). A group profile is distinguished from an account in that groups
usually book for a specific time period and do not have an ongoing (year to year) relationship with the
property. Itis also specifically used for billing of an event etc.
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Individual Profile

An individual profile is used for each guest. The profile holds all guest details including historical and
statistical information. Contacts also have individual profiles, in addition to a special contacts tab on the
profile screen where their business relationships are specified.
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reating an individual profile in PMS:
» Always check guest history before commencing to input a reservation.
WIE AT, ZRERGEETOFAERHE,
» Ifaguest history file exits, use the existing profile to make a new booking.
RS, HOARE I REEESLHHITE
» If a guest history does not exist, create a new one, and obtain the following information:
MR RGREA I NS, @S, HEUMEE.
» Guest Name % A\t 44
Greeting Code FRIFF
Title/Position HRf
Company A ]
VIP Level VIP Z %)
Contact information - telephone/fax number, email address it & 7 X— ik, FH, B
Preference = Uf

Corporate/Travel Agency A 7] /i1T4E

Company profiles or account profiles are used for the businesses with which the hotel has commercial
dealings. This category might include businesses who sponsor guests, businesses for which your property
handles events, or companies who directly provide products or services to Hotel.
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Creating a corporate/travel agency profile in PMS:
» Always check account history before commencing to input a reservation.
WIEZH, FRERGELETOFAER R,
» If an account history file exits, use the existing profile to make a new booking.
MARA, HEAE S REELH R E
» If an account history does not exist, create a new one, and obtain the following information:
MR RG BGOSR, EHPRE, HEUTER
Account Name ‘A & /fg174E 44 7
Full Address: Room No. & Building Name, Street Name, District Name, City Name, Country Name 5¢ %%
bk EZ, S, HIX, fHIE, KR, BT
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Contact Person Bt & A

Contact information - telephone/fax number, email address Bt & 773 - Hi%, EE, HELE
Sales Manager’s Name € A i1

Contract Rate & [/ #%

AR No. (if applicable) 15 7%s 5

Key in the special request of accounts in “Remark” field. JFk# K, fE“SIF " F20E R .

Group Profile F AR

Group profiles are associated with companies/travel agencies/events that require 10 or more room per day
from the hotel. A group profile is created whenever a block or allotment is created.

Group profiles are used to efficiently manage multiple reservations during their hotel stay. They assist with
account billing, special requests and reporting/tracking.
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A block booking refers to the following:
BATIE B S LA 7 {8 -

One Off Group request:

— IR PE B«

Group conventions > 80pax

2 H1>80 N

Group conferences < 80pax

/N <80 N

Business groups and leisure groups < 20pax

7 45 AR IR <20 A

A Group Series

Business or leisure groups providing a forward schedule of more than 4 dates in hotels within the year.
Usually with the one contracted rate and seasonality factored in, depending on the hotels/cities’ business
trends.
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A Contracted Group

EY]l

Group conventions > 80pax

2 H>80 A

Group conferences < 80pax, for contracted companies
NEWA<80N, BT XF B2 ]

Business groups and leisure groups > 5 rooms
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Profile Merging
HEEH

The merge profile option merges duplicate profiles into one single profile.
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It is the responsibility of the reservation department to ensure there is no duplication of profiles when
making a booking.
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Profiles from both reception and the sales and reservation departments should be checked on a regular
basis to eliminate multiple profiles and keep a correct record of guest/company/travel agency.
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